JOB AID

AWARD ACTION SAMPLE

HR ASSISTANT

1. HR Assistant initiates AWARD action input sheet.

DHESMATIONAL INSTITUTES OF HEALTH

0 ? Officz of
/ Human Resources

Pzrinars in Science

HRA/Rep Checks (EHRP) Request

TRANSACTION INFORMATION * Reqguired fields

WITS # AQ's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

HR Assistant* RUCASIE | HR Speciaist® Porter, Sharon = HR SPA&* Forer, Sharon =

Date Initiated /Sent pacintizewsent [NNEGGE prioity (|
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Mame Last Hame

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Position Humber [EERGT XK Joh Code 012345 CAN* a5888888
TK Number® 11111 Base Salary 30000 Total Salary  ERIEY

HEW POSITION INFORMATIOHN (Cormplete for any action where the Position Tile, Series or Grade has changed, e.g. Career Change.)

P - Hew Pay Hew Hew Hew Hew Pay Hew Pay
New Position Titl
ewrosition Gitle Plan Series Grade Step Band Cluster

_m-mmmm
Hew Base Salary _ Hew T otal Salary

ORIENTATION INFORMATION
L CSD Orientation _ Orientation Contact _

Or!entm an m Contact Phone Humber

Fingerprints

Reduired | =

COMMENTS

Comments/Status




2. HR Assistant selects “ Submit to Subprocess’ and clicks on C{!’ to end the “Initiate
Action” process and retrieve the “Awards’ input sheet.

ISuI:umit ko Subprocess j C&
I

An automatic email notice that the Award action has been received in HR is sent to

the addressee(s) shown in the AO’s Email Address field of the input sheet, for
example:

¥ WiTS - Receipt of Action - Award - -0l x|

JEiIe Edit Wiew Insert Format Tools Ackions Help

JE&R_&va|@Replyto.ﬁ.l_l|ﬂp§Forﬂard‘% ‘ Ev‘ L4 |% Pt | *> - W - £| El -

From: spd7e@nih. gov Sent: Fri9f3/2004 9:54 AM
To: sp47e@nih. gov
Cr: R.?*}?e@nih.gw; spd7e@nih. gov
Subject:  WiTS - Receipk of Action - Award
=
Your action #3739, HN AWM, OHE, for Sammie Jales has been recetved in the Human Fesources
Office. Tou will be notified if additional information 15 needed to proceed. Y ou will alse be notified
when the action has been completed.
If you'd like mote information on the Worlkflow information Tracking Systems (WATS), please refer to
the Office of Human Fezource's e-HE web site at: httpo/iehr. od nih gowiwats/default him,
=

3. HR Assistant receives e-mail or WiTS pop-up window notification that a new
workitem has been received.

i
@g I ew wWoarkltem has arived|

Frocess iz Awards Process
Activity iz HRA Proceszses Award
|mitiator is Parter

Title is HR Specialist

Organizational Lnit iz HRC-Bethezda

| Index : 1 | Total: 1

o m o %W[EH] x|




4. HR Assistant opens Award action to retrieve and complete the “ Awards’ section that
has been added at the bottom of the Initiating Action input sheet.

DHHS/MNATIONAL INSTITUTES OF HEALTH

0 Office of
fe Human Resources

Parinars in Science

HRA Processes Award

TRANSACTION INFORMATION * Required fields

WATS # A0's Email Address® Action Type*® Date SF-52 Recv'd  Date Entered

Administrative Code* Institute/C enter QOrganization Initials Proposed Effective Date*

HE A ssistant* aelCEAUEC A HR Speciaist® Forter, Sharon = HR SP4* Forter, Sharon =
Date Initiated Sent pate Initiaed;sent ([N prioity [N
pate Returned to 10 [ vae Returnedto 10 [

CURRENT EMPLOYEE/POSITION INFORMATION
Employee 1D First Hame Mi Last Name

Paosition Title Pay Plan Series Grade Step Pay Band Pay Cluster

CE T S i G ) S ) S
Position Number Job Code CAN*
TK Number* Base Salary Total Salary
Certificate Type _

NEW POSITION INFORMATION(Carmplete far any action where the Pasition Title, Series or Grade has changed, e.q. Career Change.)

Hew Pay Hew Hew Hew Hew Pay Hew Pay
Plan Series Grade Step Band Cluster

Nowaso Soory [ o oot soory [N v: [
ORIENTATION INFORMATION
S CSD Orientation _ Ornientaion Contact _
Orientation m Contact Phone Humber
ortentaton Date | vuy scion v v,
Fingerprints
Reduired | =

COMMENTS

New Position Title

Comments/Status

AWARDS

Award Type* Special Actar Service Award Amount* 2500.00

Justification® Ceveloped new HR widget Hominating IC* QDINIH
Individual!Group * Individual Award Period Start Date* 0&m1 2004
Group Recipients Award Period End Date* a7ratizond

5. HR Assistant selects “ Submit to Specialist” and clicks on CE" to forward Award
action to HR Specialist for review.

ISuI:umit ko Specialist j ,::5
]



HR SPECIALIST

6. HR Specidist receives e-mail or WiTS pop- up notification of new workitem.

7. HR Specidist opens and reviews the WiTS Award action in conjunction with the

approved award nomination form/documentation.
DHHS/MNATIONAL INSTITUTES OF HEALTH

OH Office of
ﬁ Human Resources

Parinars in Science

HRE Reviews Award

TRANSACTION INFORMATION * Required fields

WITS # AQ's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

Administrative Code* Institute/C enter Organization Initials Proposed Effective D ate*
HAMA OHR 09i01/2004

HR Assistant® Forter, Sharon M| HR Specialist* Forter, Sharon i HR SPA* Forter, Sharon -
Date Returned to 10 _ Date Returned to 10 _

CURRENTEMPLOYEE/POSITION INFORMATION

Employee ID First Hame Mi Last Hame

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Human Resources Assistant 0203

ROEGUN I T e 987654321 Jobh Code 012345 CAN* 28888888
TH Number* 11111 Base Salary 30000 Total Salary  gEpiili]

HEW POSITION INFORMATIONCamplete far any action where the Position Title, Series or Grade has changed, e.g. Carear Change.)

sti = Hew Pay Hew Hew HNew New Pay HNew Pay
New Position Titl
ewEasition fitle Plan Series Grade Step Band Cluster

ORIENTATION INFORMATION
Orientation

CSD Orientation entation Contact _
Contact Phone HNumher

Fingerprints
Reqguired

COMMENTS

Comments/Status

AWARDS

Award Type* Special Act or Service Award Amount* 2500.00

Justification* Developed new HR widoet Nominating IC* QDIMIH

Individual/Group * Individual j Award Period Start Date* 080152004

Group Recipients Award Period End Date* 0753152004

8. HR Specidist selects “ Send to SPA” and clicks on C{!’ to forward Award action to
the SPA.

|5end to sPa =l 24



SPA

9. SPA receivese-mail or WiTS pop- up notification of new workitem.

10. SPA reviews pages 1 and 2 and enters the Effective Date on page 3 of the Award
input sheet.
OnPagel1 130 _ SpA reviews Transaction Informationand Current
Employee/ Position I nfor mation sections of the Awards input sheet.
DHH3MATIONAL INSTITUTES OF HEALTH

0 Office of
/ [Tuman Resources

Fartnecs in Science

SPA Processes/Sets Effective Date

TRANSACTION INFORMATION = Reqguired fields

WITS # A0's Email Address* Action Type* Date SF-52 Recvw’d  Date Entered

3734 spdTe@nih.gov D&M i2004 0822004 16:59:27

Administrative Code* InstitutesC enter Organization Initials Proposed Effective Date*

HAh 4 OHR 08/1r2004
HR Assistant* Forter, Sharon  ~ |FTRCTNE R TECR Porter, Sharon HR. SPA* Porter, Sharan =

Date Initiated:Sent [t Ria il Date intiatedisent [N Priority
Date Returned to 1O _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Name L ast Hame

M

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Human Resources Assistant m 0203 m m
Position Number EEERTE sy Job Code 012345 CAN* 98888888
TK Number* 11111 Base Salary 30000 Total Salary ROt

HEW POSITION INFORMATIOHN (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

Hew Pay Hew Hew Hew Hew Pay Hew Pay
Plan Series Grade Step Band Cluster

New Position Title

ORIENTATION INFORMATION
_ Orientation Contact

e CSD Orientation
Orientation I Phone Number
Fingerprints
Required | =

COMMENTS

CommentsiStatus

CLASSIFICATION
Standard QC PD

Position Audited

il K

Pos. Audit Start Date

Pos. Audit Type

Pos. Audit End Date Date Class Started

Date of Class. Allocation Date Class Completed

Date Position Humber Reqgst'd Date Job Code Requested

Date Position Number Rec'd Date Job Code Received

Hew Position Humber Hew .Job code

RETURN TO DUTY
Return To Duty

Date



On Page2 423 _ SPA reviews Awards section of the Awards input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

? Office of
C? / IIuman Resources

EBarners in Science

RECRUIT AND SELECTION

Advertise Job Readvertise Job

Ann Humber DEU Cert Number

Date Ann Opened Date DEU Cert Regst'd

Date Ann Closed DEU Request Number

Date to Select. Official Date DEU Cert Issued

Selection Date Date DEU to Select. Officia

Date Selection Rec'd in HR DEU Selection Date

Tyne of Selection Date DEU Cert Ret'd

Selection Type DEU Cancellation Date

Job Offer Date Cancellation Date

Joh Offer Response Date Date OH Cert Issued

SF -75 Info Required EOD Date
[
.

Date SF-75 Info Reqst'd Multidisciplinary Pos.

Date SF-75 Info Rec'd HIH 2028 Req. for Travel

NTE Date Date of HR. Auth. of 2028
Date Pre-Recruit Form Sent Date Pre-Recrult Form Rov'd

AWARDS

Award Type Special Act or Service Award Amount 2500.00

Justification Developed new HR widget Nominating IC QDWMIH
Individual/Group Individual Award Period Start Date 05/0172004
Group Recipients Award Period End Date Q73172004

CAREER CHANGE

Career Change Type ‘ Reaszon for Change m HTE Date

Career Change EOD
— B

RESIGNATION

Date of Resignation

Reason for
Resignation

. Date Exit Survey
FederaiBenerts S| I s

LWOP

ER Related

LWOP NTE D ate




On Page 3 daabd SPA enters Effective Datein SPA Action Processing section
of the Awards input sheet.

DHHSMATIONAL INSTITUTES OF HEALTH

? Office of
0 / ITuman Resources

Fartners in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
(percent)

Hew Total
Compensation

Amount of Increase Dateto SPT
idollar}
Date Retumed

From SPT

Tota Compensation

Above the Minimum
(AT}

ATM Approved

ATM Step Date AT Indtiated

Date ATM Approved

Retention Bonus
HTE Date
Retention B onus
Approval Date
Recrmuitment Bonus
Approval D ate
Relocation Bonus
Approval Date

Dateto HCC

3Rs

Hew Retention
Bonus
Recnuitment Bonus
Amt

Redocation
Allowance Amt
Dateto HR Director

Date Retumed From
HCC

Physician Special
Pay

PSP Start Date

Retention Bonus Amt

Retention B onus
Approved
Recruitment Bonus
Approved
Relocation Bonus
Approved

Date Retumed From
HR Director

Scarce Specialty Amt Geo Location Pay

PSP Stop Date Length of 5 ervice

E xecutive Position Exceptional Quals FT Status

Board Cert 1 Board Cert 2 PSP Approved

PSP Approval Date

PCA

HewPhysician Comp
Allowance

PCA Approved

PCA Start Date PCA Stop Date

PCA Contract Length PCA Annual Amt

PCA Approval Date

CHANGE IN SCHEDULE/HOURS

T 0 Rl gy ——Te——
tproverrorvoro [ e

oid Hew

el Pl Py
Humber Requested Humber Received Humber

SPA PROCESSING

Effective Date* 082252004

SPA PSP Start Date SPA PSP Stop Date

SPA PCA Start Date SPA PCA Stop Dae

11. SPA selects “Action Completed” and clicks on dl«’ to complete the WiTS Award
action and moves it from the Active to the Archived bizcove.

| I.ﬁ.-:ticun Completed j C_%
I



12. Completed action sends an automatic email to the addresseg(s) shown inthe AO’'s
Email Addressfield of the input sheet.

WATS # AD's Email Address*
3ria sp4Te@nih.goy

Sample email message....

o WiTS - Award Action Processed - Message (HTML)

=10l x|
JEiIe Edit Wiew Insert Format Tools Actions Help |
| €reReply | foreply toall | o Forward | G B2 [ 0| ¥ (39X |« -9 - £[3).
Fram: spd7e@nih.gov Sent: Fri9f3(2004 9:57 AM
To: sp4Fe@nib.goy
i spd7e@nih.gov; spd7e@nih.gov
Subject:  WITS - Award Action Processed

=

Your action #3739, HI AN, OHR, has been processed m EHEP for Sarmie Jakes in the amount of
2500.00. The effective date 15 2004/08/22.




